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' - ' ‘ GEORGIA DEPARTMLAT OF HUMAN RESOURCLS |
APPLICATION FOR RkaBDS RETENTlQN SCHEDULE OFEICE OF ADMINISTRAYIVL SERKVICES <1

RECORD& &'A"-AC#;ME.NT UNIT
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For instructions on compieting ﬂ'us form contact DHR Records Manogamnt Unit, 47 Trumty Avenue, Atianta, Gec:rgaa

30334. Phone - (404) 656-4976 GIST: 2214883
oA [ 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES | ARCHIVESANDHISTORY |

Application Date Office of Financial Services Application Number ‘ ‘

May 11, 1982 ° Benefits Payments - Room 412-H 74_ |5 7_,._ R :
Application Number_ — 47 Trinity Avenue S.W. 'D.t. lewd '-“Date Complated

DHR 82-17 Atlanta, Georgla 30334 MAY 13 1982 J:MAY 76 1089
2. Person 1o Contact e ok Tl T Yeieprone Numbar |

David Martin Superyisor Benef;;g, Grapts_and Payroll Section,. . . 656-4978 |
3. Actior. Requested - designate as Department-w1de

s. [ Establish Retention Schedule; record will continue to accumulate, - adjust retention period

b. O Dispose of prasent accumulation; no further sccumulation anticipsted. ~ update name of files series - update form

c. BAmend Application No. 714157 Chack One: [J Chenge; I Supercede; [ Void - numbers
4. Detes of Secies 6. Records Series Title ffolfowed by | tiﬂawdln y office; W ditferent) B

Eacliont Latest DEPARTMENT-WIDE SCHEDULE
‘ Grants to Counties Budget Submission Files

| ‘ —

The Office of Financial Services has the responsibility to maintain the financial
records of the Department in a manner to reflect separate accountability for each

type of activity administered by DHR, with disbursement classifications as required
by the State Auditor and the various Federal agencies.

Benefits Payments has the responsibility for processing payments for benefits and ser-
vices such as Vocational Rehabilitation, Public Assistance Payments, Perinatal Program,
Crippled Children, Cancer Control, Sterilization, Foster Homes, Cuban Refugee, Mental
Health, Family and Children Serv1ces, etc. : .

7. Records Series Description This file contains the following documents finclude ffmjn numbers and titles, if any):  Atach samples of the fiie.

Documents relating 10! gythorizing and accounting for expenditures of Federal and State grant
funds by Georgla counties.

Included are: formg, as applicable for the various programs ~- No. 736 (Income & Expenditure
Report) — No, 737 (Budget Expense & Resource Summary) - No. 1182 (County Budget Per-
sonal Services Master Listing) - No. 1183 (County Budget Other Personal Services) -
No. 1184 (Community Health Center Operations/ Program Personnel Cost - Budget Projec-
tion/ Regular Payroll Employees) = No. 1185 (Community Mental Health Center Operations/|
Program Perscnnel Cost - Budget Projection/ Other Personal Services) - No. 1186 (Bud-
get Expense & Resource Summary) - No. 1187 (Budget Expense & Resource Appropriations

- No. 5411 (County Budget Personal Services) = No. 5412 (County Budget Items Other

.- ~Than gersonal Services) - No. 5413 (County Budget Non-Participating Items) - No. 5454
(County ‘Budget Summary) and related correspondence as required for each budget.

The file is arranged alphabetically by county.

B. Monthly Reference Rate How often are records refarred 5o which are: T 1
One 1o six months old = ; Saven to twelve months old . i Thirteen to twenty-four months old o
twenty-tive months end oider —  ?
——

8. Annual Rate of Accumulation or Records

'Ln;or-sim drewers .o . . :.‘ Legalsizadrawers .. ; Shelves — . . ... . ; Other ISpocify) e oo -

B Dwision and Office Function What is the function of the Division end the Office in which this record series is created? .

“Form 4993 (7-78) o ot

'Request) - No, 1193 (Community Mental Health Center Operations Budget Summary) - n( :
No. 1194 (Benefits Budget Summary Sheet) - No. 5410 (Budget Expense & Resource Summary)
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H YCS NO | 10. Quastionnaire  (Pisca an "X n tnelo_!__ﬂ:_g_lymn}_ . B :!
! [ & Is this the official copy of o the saries? e ‘
R ST Uil SO SR
b. Does tho series conizin contidential mfarmnwn reguiring security hand!mg? If yes, citg law or mgulmon . 11
' i
< ithaaviwlweord? | T T mmmomm R
d. Does this sevies hawe historical or long term nae:rch wlue? L ) i
. When one or two documants in the file mlks it necessary to keno the entire ﬂlo for a long pariad, onu!d thasx documents . ,
a8 be schaduied soargtaly? . L o _ ) !
_ | .f L3 1': mfarmtlronr eormlnod m 'dm sorics Sver | bhshad? I yes, umch n_op_y_. o o w___ﬂ
g. Isthe infarmation contalned in this seriés ever analyzed andfor recorded in 8 summarized report?
M yes, atiach copy.
! h, isthare 8 duplicstion of this series in your office, or in another office or agency?
it ves, mu? , L
' i N h this nr:aa for « major portfan af irl ragu!a"y mla'ofalrrlad? ' . o N T
, SV A - —— e U - [
11. Retantion Requinsmants ) Th- following requires the secles to be kept:
s Swte Law . yearm. ©d. Auditperiod —— =9 _yean,
b. Statute of limitstion —_—— e YBETE, . Administrziive need — e YOATS,

c. Faceral law —— e e YOETR - 1. Federsl retantion Instructions

Attach cony or excairpi of taws or regulstions. Explein administrative need.

12, Approved Dispoaition Instructions ~ This agency recommends that the file series be cut off at the end of sach:

e i 2 e e . e e . — el

then,

- O calendar Year; & Fisca! Year; O Other
B Hoid in tha currgnt files area g..__ _.mamth{s) . _ year(s); then
3 Transfer to locsl hoiding area; hold . . yearls); then

& Transfar 1o Stare Records Center;hold 4 1/2 . yesris); then

& Desroy when all audit questions have been resolved
O Transter 1o Stete Archives for permanent retentien.

O Other (Spacity)

.
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Racords Managamam Ofﬁur {Sagnaruml

J! Date

Zm:w fecies | H0]e2)]
izabeth W. Crank CRM ;

_J Attoriey General/Designes

S S e e C e
. e

il

i
e e e ate Records Committes Sighature) Date i
Revommendations in peragraph - e e - el -
12 arw approved Stetr Auaitor /e nae __f‘—l [,. ;
(1 Hamnpe vad, attach letver e e b R "o - VA P L1l B
of expilaration.) stary of State/Designes J 5". ’ 7=~ ?z
Sec T olEmIesignes |
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«STATE ‘ : . . S . SPFICK OF BECARTARY OF BTATK N
of App] jcation for DEPARTMRET OF ARCEIVES & SISTORT' ‘ . ‘:E
GEOPGI‘ RECOgDS D I SPOSI T ION STANDARD NECORDE MANACENENT DI\'I!!OI .
e —— - _.‘m— Ry JC T B ./ - B i
1 _‘A‘pgaicntion Date IRSIRUCEIONS: ! See separate imstructions for completion -ff FOR RECORDS nunc:uzn mv‘stou Jst
_..-_7 Mayilo_, 1274 } H'raut end reveres ¢f thie form. Sign orizinal and two copies Date Rutlvcl . Applicatiae No. bqto Completed
2 .uen:y Appiicetion Ro. and foruward to Departmant of Arqlu'vcl and Nistory, ltzuutin%: MAY i 4 1974 qq - 'S 7 MAY 3 I 1974
DI'IR—DAA_3 Racords Mamagsment off‘:—.p - ) a3
q ACIRIY, Diuvisice, Suddiviaton & Adsinieteriag CPQLde Address ] o Jlg  Pesson ns lomress
i Ga. Dept. of Human Resources,- Office of Admln. AffaIrs Carole Burdette ‘.
Budget Unit - Grants Managemen+ Office - Room 508-5 : g _ 4
47 Trlnt'i’\/ AVenue S w \' .Iornn; Title 6_Tel. Fo. .
Atlanta, Georgia 30334 - . - o Accounting Assistant  656-4886
7.ACTION REQUESTED _
ESTABLISH DISPOSITION STANDARD;: E] DISPOSE OF PRESENT ACCUMULATICN;

NO FURTHER ACCUMULATION ANTICIPATED.

b

RECORD WILL CONTINUE TO ACCUMULATE.

8 .Earliest & Letest 9.Exact Series Title ,
Dates of Serles ‘

1969 to: prelent . County Budget Submission Files

L0 dhat 15 the functlon bf the office in which this record série% is created? - ’ » ;

The Office of Administrative Affairs, headed by the Deputy Commissioner,
1 ‘1s responsible for administering and coordinating the supportive admin-
‘ istrative and fiscal functions of the Dept. 1Included are planning budqet

~and other fiscal needs; overall fiscal reporting and accounting services;
and personnel services.

The Grants Management Qffice (a sub-division of the Budget Unit, which is responsible for
the budget and other fiscal needs of the Department), is responsible for allocating grants
to Georgia Counties from money appropriated by the State Legislature and Federal agencies,
and for the record keeping of the expenditures of this money by these counties. )

11. This file contains the following documents (include form numbers and tltles, if any,
and file arrangement).

Documents relating to authorization as to how funds from Federal and State Grants to the various
Georgla Counties may be spent. Revisions done durlng the year 1nd1cate actual expenditures
and provide basis of comparison for the next year 's budget.

Included are forms: .

0AS(6)-60 - County Budget Summary Hi

0AS(6)-61 - " Personal Services.

OAS(6)-62 - " " Items Other Than Personal Services :

0AS(6)-63 - " " Non-Participating Items ' ' I
0AS(6)-80 - Request for Budget Revision No. (which‘may be numerous for certain counties)

Files are arranged alphabetically by county.

ATTACH SAmDLEé OF THE FILE N | - ' _ I

k '] TP TR BT
12 . FQUTPMENT oCCUPIRD Bo. of Dravers Cu. Pr. of Records . . Ro. of Drewvers Cy. Fr. »r Records
o - ABNUAL NATE QP ACCUMULATIOR - . .
Letter-sice Tile Dravers
3 4.5 a 3 4.5 |
Ia Orticeln! In Storage Areais)
Legnl-slte Pile Dravers Fioor Space Occupted {Scuesre Fastr) 6 .-
e T o
This Last Pra:ed'.r.plh. trigs
Yenr's Year'e Year‘e Yeare '
- J—
‘ .perhaps ”
AVERAGE DATLY REIFERENCES 40 10 3 1
. ' .
~dd

'5?“5 AN-30-T) . »

. . . . .
o o I | X I _ L Ut L S U S, . - I . [P W




_ SADE 2
QUESTIONNAI RE Place an “57 1n the proper column. If ansvér is “TES,” pleane explain o7 - ’ YES Nid—__-
§ 13. Is this the Record Cogﬂ of the series? [ERE _— , 3 [x] [.]
14. Is there a duplication of this series in another office or agency? Sy e I..3 - [x] -
15. Is the information containéd in thls series ever summarlzed or publlshed° . l[x]' [ 1]
Attach copy of summary or publication. - o +
16. Does the serléchonta*n c13551f1eQ§anfbrmatlan regglrlng security _hendling? L [x]
;_ . IIF =
17. Does the series initlate, amend §r terminate agency"ﬁi1c1es and procedures? [x] [ 1]
_ = = '
18. Could the function be performed if the files were 1ost*tf destroyed9 T kx] )
19. Is the series (or maJor portion of it) regularly microfilmed? If yes, why’ I Y [x} |
20. Does uhe record series brov1de data as input to an EDP file? 7 | .[ ] [%]
B 21. Does the record series contain documentation produced as EDP printout? N 1Y Ix L
0 ) ) . o - ; _
‘ 22. Has the Federal Government issued instructions governing the retention/dispo- .[ ] ]
- sition of these files? :
T23. Will there be a need for these records 10, 15 years from now? If yes, what? [ ] Ix]
.‘ ‘7;“ : - ) .: . : ij
; 2L. RRQUIREMENTS. The following requires the files to be kept rJ . _years: o B
5| e.[ISTATE ©b.[]STATUTE OF c.RdAULIT  d.[]FEDERAL  e.BADMINISTRATIVE f.[ JHISTORICAL
| LAW LIMITATION FERIOD LAW : DECISION VALUE
=1 (Cite law, Statute, or other reason for the retention requirement)
= Used for purpose of comparison, to compute new allotment ratios, to furnish grant information
= to Legislature and for audit referral. ‘
EE 25. AGENCY RECOMMENDATIONS. This agency recommends that the file Series be cut off at the end
@ of each ~[]CALENDAR YEAR -[FISCAL YEAR -[]OTHER _ ythen:

ot byt e gl

[x] Hold in the current files area . ' month(s)/ yvear(s):

[x] Transfer to [x] State Records Center [ ] Local Holdlng Area; hold year(s)
{x] Destroy. -

[ ] Transfer to State Archlves for permanent retention.

T ] Destroy immediately after cut-off.

[ ] other: (Spec1fy)

o

(Indicate brie fly rationale for recommendations above/or write additional remarks):

Officer (31 gna*ure) //pate

/&f/ j/ 25

OTHER REQUIRED SIGNATURES | DATE

‘

4
I

A R ]

;'
i

Head/Deszgneé

in paragraph 25144 Approved | D1sapproved ] . 1) W] sert. ﬁ,(/g#
are: . Tate Auditor/Designee ' R IS . [

,[}ﬂ’ﬁpprqygd { ] Disapproved —— ;L%_J)f
STATE RECORDS\\fsec f State/Designee e h

Sl [ 1 Disapproved




